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I. PURPOSE 

 

A. Pharmaceutical Operations. The purpose of this policy and procedure is to 

establish uniform guidelines by which pharmaceutical operations in Wyoming 

Department of Corrections (WDOC) facilities are managed.   

 

 

II. POLICY 

 

A. General Policy.  It is the policy of the WDOC to have proper management of 

pharmaceuticals to include: (ACA 4-4378; NCCHC P-D-01) 

 

1. An available formulary; 

 

2. A formalized process for obtaining non-formulary medications; 

 

3. Prescription practices, including requirements that; 

 

i. medications are prescribed only when clinically indicated as one 

facet of a program of therapy; and 

 

ii. a prescribing provider reevaluates a prescription prior to its 

renewal; 

 

4. Procedures for medication procurement, receipt, distribution, storage, 

dispensing, administration and disposal; 

 

5. Secure storage and perpetual inventory of all controlled substances, 

syringes, and needles; 

 

6. The proper management of pharmaceuticals administered in accordance 

with state and federal law; 

 

7. Administration of medication by persons properly trained under the 

supervision of the health authority; and 

 

8. Accountability for administering or distributing medications in a timely 

manner and according to physician orders. 

 

 

III. DEFINITIONS 

 

A. Administration of Medication:  The act in which a single dose of an 

identified drug is given to a patient. 
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B. DEA-Controlled Substances: (For this policy only.) The medications that 

come under the jurisdiction of the Federal Controlled Substances Act. 

 

C. Dispensing: (For this policy only.) The placing of one or more doses of a 

prescribed medication into containers that are correctly labeled to indicate the 

name of the patient, the contents of the container, and all other vital 

information.  

 

D. Disposal: (For this policy only.) Either the destruction of medication on its 

expiration date or when retention is no longer necessary or suitable (e.g., upon 

the discharge of the inmate from the facility), or the provision of medication 

to the former inmate upon discharge from the facility (in accordance with the 

continuity-of-care principle).  

 

E. Distribution: (For this policy only.) The system for delivering, storing, and 

accounting for medications from the source of supply to the nursing station or 

point where they are administered to the patient. 

 

F. Formulary: A written list of prescription and nonprescription medications 

that is ordinarily available to authorized prescribers, including consultants, 

working for the facility. 

 

G. Keep on Person (KOP):  A program which allows certain medications 

excluding controlled substances, some psychotropics, prescription pain 

medications, TB medications and other medications which have high 

incidence for abuse or misuse, to be kept on person by the inmate for self-

administration provided that inmate is approved for the program by the 

medical director. 

 

H. Medical Director:  Physician employed by the contract medical provider as 

the Director of all medical services for the WDOC correctional facilities. 

 

I. Over the Counter (OTC) Medication:  Medications or preparations that do 

not require a written prescription, and are available for inmate purchase in 

facility commissaries in limited scope and quantity.  

 

J. Procuring: (For this policy only.) The act of ordering medications for the 

facility. 

 

K. Psychotropic Medication: Medication prescribed for the treatment of a 

specific mental illness, disease or defect. 

 

 

IV. PROCEDURE 
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A. The Pharmaceutical Program.  Pharmaceutical operations shall be sufficient 

to meet the needs of each WDOC correctional facility.   

 

1. The pharmaceutical program shall comply with all applicable Wyoming 

and federal regulations regarding prescribing, dispensing, administering 

and procuring pharmaceuticals. 

 

2. The contract medical provider shall maintain a formulary for providers. 

 

B. Ordering and Receiving Pharmaceuticals.  The contract medical provider 

shall: 

 

1. Maintain a process for obtaining and receiving formulary medications;   

 

2. Maintain a process for obtaining and receiving non-formulary 

medications; 

 

i. A formulary exception sheet shall be completed by the physician 

for all non-formulary requests prior to ordering. 

 

a. Formulary exception forms shall be required for each non-

formulary order. 

 

b. Formulary exception forms shall remain in effect for the 

duration of the prescription (all non-formulary prescriptions 

shall expire at ninety (90) days).  

 

c. If an expired prescription (i.e., greater than ninety (90) 

days) is reordered, a new formulary exception form must be 

completed. 

 

C. Medication Services.  The contract medical provider shall maintain a 

prescription practice that ensures: (NCCHC P-D-02) 

 

1. Medication services are clinically appropriate and provided in a timely, 

safe, and effective manner; 

 

2. Inmates entering a WDOC facility on prescription medication continue to 

receive the medication in a timely fashion as prescribed, or acceptable 

alternate medications are provided as clinically indicated; 

 

i. The physician or physician on-call shall be contacted for a verbal 

order after the health care staff has verified the medication 

prescription by contacting the community prescribing clinician or 

pharmacy. 
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3. The Medical Director in collaboration with the WDOC Health Services 

Manager determines the following categories for medication (see WDOC 

Policy and Procedure #4.300, Keep on Person (KOP) Medication 

Program): 

 

i. Keep on person medications (KOP); or 

 

ii. OTC medications. 

 

4. Medications are prescribed only when clinically indicated (e.g., 

psychotropic and behavior-modifying medications are not used for 

disciplinary purposes); 

 

5. The contract medical provider ensures that there is an adequate method for 

notifying the responsible practitioner of the impending expiration of a 

drug order, so that the practitioner can determine whether the drug 

administration is to be continued or altered; 

 

i. Prescribing providers shall reevaluate the need for prescription 

medications prior to ordering renewals. 

 

6. Prescription medications are administered or delivered to the inmate in a 

timely manner by persons properly trained and accountable to do so and 

only upon the order of a physician, dentist, or other licensed prescriber; 

and 

 

7. The Continuous Quality Improvement (CQI) and/or the Pharmacy and 

Therapeutics Committee managed by the contract medical provider will 

monitor systems and processes related to medication administration. 

 

D. Secure Storage, Inventory and Disposal.  The contract medical provider 

shall ensure: 

 

1. Medications are stored under proper conditions of sanitation, temperature, 

light, moisture, ventilation, segregation, and security; 

 

2. An adequate supply of antidotes and various other emergency medications 

with related information are readily available to staff;  

 

3. Antiseptics, medications for external use, and disinfectants are stored 

separately from internal and injectable medications; 

 

4. A complete inventory of needles/syringes, sharps and instruments will be 

conducted on a regular basis; (NCCHC P-D-03) 
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i. An on-going inventory shall be maintained in each health service 

area where items subject to abuse are stored. 

 

a. At the change of each shift, two (2) health staff members 

shall count the inventory of instruments, tools, needles, and 

supplies subject to abuse. 

 

b. An ongoing instrument count sheet shall be completed on a 

daily basis.  The system used for the ongoing inventory 

shall inventory by item, maintaining instruments in the 

same location. 

 

c. Dental personnel shall maintain a dental inventory and 

document inventory counts on logs at the close of each 

dental clinic. 

 

ii. The inventory and counts shall be documented in a perpetual log. 

 

a. A perpetual log indicating the beginning balance, number 

used, ending balance and signatures of persons completing 

the inventory shall be maintained. 

 

b. Any time additional items are received these additions shall 

be noted on the perpetual inventory log. 

 

5. Records are maintained as necessary to ensure adequate control of and 

accountability for medications; 

 

6. Maximum-security storage of and a perpetual inventory for DEA-

controlled substances is maintained; 

 

7. Medications are kept under the control of appropriate staff members 

except when KOP programs are instituted in accordance with WDOC 

Policy and Procedure #4.300, Keep on Person (KOP) Medication 

Program; 

 

8. Expired, discontinued or recalled medications are systematically removed 

from drug storage and medication areas; and 

 

9. A consulting pharmacist is used quarterly for documented inspections and 

consultations. 

 

E. Emergency Numbers.  Poison Control numbers shall be posted and available 

to staff (e.g., exam room, nurse’s station, on telephone).   
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V. TRAINING POINTS 

 

A. Describe the process of obtaining non-formulary medication. 

 

B. Name three (3) ways the medical provider ensures secure storage of 

medications. 

 

C. How is the inventory of needles/syringes, sharps and instruments maintained? 

 


